Retiree Online Access — Help Guide

Since you do not have access to see what Retieeastsen registering and logging in to
eBenefits, here is a step-by-step guide to whatest may see and do in the retiree portal. At
the end of this document are some Frequent IssueR@solutions that may help you help the
retirees.

Registration —only need to complete this process one time.
1. Go to the Retiree Self Service websité@ps://emine.mt.gov:7651/retiree

Montana State

Welcome to the Montana State Retiree Self Service website!

This site provides retired state employees access to their self service applications. Through self service applications
retirees can view and update their personal information, including phone numbers and home, mailing and e-mail
addresses_ In addition_ during the annual change period,_ retirees can review their benefits information and submit their
benefit elections for the next benefit plan year.

In order to access the self service applications, you must register each year. If you haven't registered for the 2009 benefit
year, select "Register” from the menu above and complete the registration form.

If wou have already registered for the current benefit year and have a valid username and password, select "Sign In" from
the menu above.

2. Select ‘Register’ to obtain a username and password
If they have already registered and have a valefname and password, proceed to &ep

3. Key in the requested information and click the ‘Reg’ button. Remember that all
fields are required.

Montana State

All fields must be entered in order to complete the registration process. Enter your name, employee D, last four digits of
your social security number, and your birth date exactly as they appear on your Individual Benefit Statement form. If the
information does not match, you will not be able to complete the registration process and will be prompted to re-enter
your information.

Please ensure you enter a valid email address. Once you click "Register” an email will be generated to you with

information on how to activate your account
Retiree ID: [995585} 0

First Name Last N
Employee ID gé%g;clg(lﬁf?d Benefits Division
Helena MT 59620-0127
Last4 Digits of your Social Se RETIREE BENEFITS STATEMENT FORM
Robert Retires

Birthdate (MM/DD/YYYY) 123 Eetirement Lane
This password is a C W P ] Helena MT 55601
NEW password they » Fassword confir INSTRUCTIONS & DEADLINE FOR ELECTIONS

o S S 8 . NS:
are, creating —not | | | Review vour elections carefully by verifying the types and amounts of coverage, reviewing benefit offerings in
their last password Email i {om’ Annual Change booklet. and making any necessary changes to the appropriate sections on the front and
they were using ack of this form. All forms must be postmarked by October 22_ 2007 and returned to the Health Care and
h | | | Benefits Division.  Forms maﬁ be sent through the U.S. Post Office mail service, or dropped off at 125 North Roberts.

before they retired! room 125 in Helena. Tf you have NO changes AND do not wish to enroll in Vision, you do not need to return

this form. If vou completed your enrollment on-line. do not submit this form.




In case they don’t know or don’t remember their Eaypge ID, all retirees have their ID listed in thagp left
corner of their Individual Benefits Statement.

4. After the[ Register | button is selected, $igstem will assign a username and send an e-
mail to the account provided during the registrapoocess with instructions for
activating the retiree account. Retirees shouldenmete of the assigned username (and
password) for future use — the username will be™gllis their Empl ID RT99999%. If

anyone forgets their password, this site allowsith® reset their own password at any
time.

Many are tempted to Sign
In using this link, but they
need to use the link that

will be sent to their e-mail
as noted in this message.

Montana State

Horme

Lser RTO14934 has been successfully created. An automatic ermail will be sent to the email address you provided during
regiatratiyictivate your account by clicking on the link provided within the e-mail content.

Here is the retiree’s
User ID number.
They are encouraged
to write this number
down.

Confirm Registration

5. Access the e-mail account provided during the teggisn process, and then open the e-
mail from the SABHRS HR. Click on the link provalavithin the e-mail content to
activate the user accounthis link will redirect you to the Retiree Self 8ee website

/= Retiree Account Activation - Windows Internet Explorer E]E]
I_—% Reply I:% Reply ta All L% Forward - i - Li| = Lﬁz > (AS ~ e - @

Retiree Account Activation

SABHRS_HR [sabhrs_hr@mt.gowv]
Sent: Thursday, September 11, 2008 2:13 AM

To: LaFrombuoise, Erin
Congratulations, wvour account creation was successful. Please
=lick the link kbelow to actiwvate your account. Zfter you are

activated, vou will be able to signin using usernams RTOO0003Z2 and
the password vou provided during registration.

https://doaisdwvmZ27l . isd.doa.state.mt . us: 7631/ retiree/serviet/Account
auth=T.Jl18PhFt S JJRweQEeEfI.efFl1zHgoZPQES4PREFEagx4E2SEd TPIihWm! —
20325753784 112211455%1658512211455823151

[+ | [+

Unknown Zone (Mixed) L 100%




Make or Change your Benefit Elections Online

6. Select ‘'Sign In’. Enter your username and the\wass you provided during the
registration process. Click tl.Sianln | putton.

Montana State

UserlD

Password

Sign In I

| forgot my password.

7. Retirees have many of the same links as emplogeaeh,as reviewing and updating
Personal/Contact information, reviewing Benefiggjuesting LTC, and navigating
through SOME Info.

WMine

Search:

Home

D) . b Self Service J
[+ My Fawarites
= Self Service
[ Personal Information

Mavigate to your self service information and activities.

I-/V : Benefits ﬁ Find More Information
Reviewy health | insurance or
ather benefits infarmation.
[ElBenefits Summary

ElLong Term Care Reguests
[CIFing More Information

Personal Information
Review and updsate your
personal informstion.
ElPersonal Information Summary

ElHome and Mailing &ddress
ElPhone Mumbers

EEmail Addresses

[CIFine Mare Information

\Ml NE MonTtana INFORMATION NETWORK FOR EMPLOYEES

| Home | Company | Health | Insurance | Life Events Fast Finder

You are here :: Home > 2008 Traditional Indemnity Plan

2008 Traditional Indemnity Plan

Add to Preferences

~ Benefits
[» Find More Information
— Benefits Surmmary
— Long Tetm Care
Eeguests
[* Find Mare Infarmation
— Change My Password

Additional resources to help you
fined the information you need
[EISOME Info

Search 2008 Traditional Indemnity Plan for:

7 Expand 1 Collapse

Medical g Add Quick Link [T]Side By Side [Z]List All Print Wiew
Overview l#
= Highlights

Medical Dverview
Medical Surmnrary
E_l Alternative Care
l:_l Basic Care
1 children
|:_| Cost
|:_| Doctors
1 Eligibility
|:_| Emergencies
L Enrollment
|j_| Exclusions f Limitations
l:_l Hospitalization

[ IO I T

The Traditional plan is an indemnity plan which generally allows you to see any
licensed provider and requires the deductible be met before cost sharing
begins. Premium costs are offset by the State Share contribution of $590.00
per month (295,00 per pay period),

For an overview of medical benefits, click on Medical Benefit Surmmary in the
Highlights folder located on the sidebar, For information on a plan topic, click
on the folder for that topic. For specific information always refer to the
Summary Plan Description. The Summary Plan Description governs how
benefits are administered.

For general health plan information, such as determining your needs,

Fewamerine mlmme AEe eann



Common Problems Retirees are calling with:

1. Page not availablehttps://emine.mt.gov:7651/retire@working just fine; the problems
have all been associated with the retiree profgpiyng in the address. The 3 most
common problems have been

a. Just typing in emine.mt.gov:7651/retiree
b. Missing the “s” in https
c. Using back slashes instead of forward slashes

2. Password problems. Either the retiree thinks thesd their last password when they left
employment with the State of Montana or alreadgdbthe password they just created.
If the retiree forgot the password he/she chose...

Montana State

Sign I

UserlD

Password

Sign In I

Username andfor Password invalid.

|II forgot my passwword.

The retiree can reset his/her own password byiolic&n the f forgot my password

link, and completing the following fields:
Montana State

OImE I

fou can use this page to reset your password. Al field -~
lelds are reguired.

Please confirm your infarmation below and select a new password.

Employee 1D
Last 4 Digits of your Social Security #

Birthdate (MM/DD/YYYY)
[ L P[]

New Password Confirm New Password
I | |
Reset Fassword |

Once reset, the retiree will receive the followmgssage. He/she must then click the
Sign In link again and try the new password.

Montana State

Horme:

Fassword successfully reset. Select Sign In from the menu above.



. Employee ID. Many don’t know their employee IDkmrow where to find it. It is not:

a. On their insurance card: YDAOOO######### IS annasce # not Empl ID

b. On their 1099 they received from the State of Mpata
It is found on theirRetiree Individual Benefits Stateimarthe top left hand corner or on
their final pay stub from the State of Montana.

Retiree ID: [959595} 0

Health Care and Benefits Division
PO Box 200127
Helena MT 59620-0127

RETIREE BENEFITS STATEMENT FORM

Robert Betiree
123 Eetirement Lane
Helena MT 5%601

INSTRUCTIONS & DEADLINE FOR. ELECTIONS:

Review vour elections carefully by verifying the types and amounts of coverage. reviewing benefit offerings in

ﬁour Annual Change booklet, and making any necessary changes to the appropriate sections on the front and
ack of this form. All forms must be postmarked by October 22, 2007 and returned to the Health Care and

Benefits Division. Forms may be sent through the U S Post Office mail service. or dropped off at 123 North Roberts,

toom 1251 Helena. If you ?mve NO changes AND do not wish to enroll in Vision, you do not need to return

this form. If you c0111p¥eted vour enrollment on-line. do not submuit this form

. They click on the Sign In button right after regrétg in the same window they
registered with. If they sign in while still segithis screen, they have not activated their
account using the link provided in the e-mail.

Montana State

Homme

User RT014934 has been successfully activated. ¥ou can now sign in to retiree self service using this username and
password you provided during registration.

When signing in, they should be seeing this screen:

Montana State

Reqgister

Welcome to the Montana State Retiree Self Senvice websitel

This site provides retired state employees access to their self service applications. Through self service applications
retirees can view and update their personal information, including phone numbers and home, mailing and e-mail
addresses. In addition, during the annual change period, retirees can review their benefits information and submit their
benefit elections for the next benefit plan year.

In order to access the self senvice applications, you must register each year. If you havent registered for the 2009 benefit
year, select "Reqister” from the menu above and complete the registration form.

If you have already registered for the current benefit year and have a valid username and password, select "Sign In" from
the menu above.




5. Authentication link doesn’t work. Some peoples’agirhas chopped the URL at some
point and the full authentication code isn't betmramsferred back. Instead of the full link
being blue and underlined, only a portion is hyipkdd.

a. Have the retiree cut the link from the e-mail aadtp it in the web address field.
b. Have the retiree forward the message they recéreatdthe SABHRS IT Team to
you and reformat the link and send it back to #tgee.

/= Retiree Account Activation - Windows Internet Explorer

= Reply I_% Reply toall | (b Farward % - Il - | e &S lﬁ X [BE- e @

(]

Retiree Account Activation
SABHRS_HR [sabhrs_hr@mt.gov]

Sent: Thursday, September 11, 2008 9:13 AM

To: LaFromboise, Erin

Congratulations, your account creation was successful. Please
click the link below to actiwvate wyour account. After vyvou are

activated, vou will be able to signin using username RTO000032 and
the password you provided during registration.

https://doaisdvm27l.isd.doa.state.mt.us: 7631/ retiree/servliet/Account
auth=T.Jl8PhFtSJIEwEQCoEfI.GfFlzHge 2 POQGES4PRIFgx4Z2GPAyvTEP1hWm! —
2035753784 1122114551658%1221145%83151
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